DEPARTMENT OF GENERAL SERVICES

Records Management Division Schedule
DGS -~ 550 - 1 No. 1242
V. 7/86 RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. 1 of 1
Maryland Office on Aging Management: Public Affairs
Agency Division
Item
No. Description Retention
1 Printed Publications
These files consist of pamphlets, brochures,
newsletters, fliers, and annual reports that
provide general information about the agency and
its programs. Retain for three (3) years,
then destroy
*Record copy for pamphlets/brochures are also
held by applicable divisions
2 Television Scripts and Speeches
These files contain television scripts/speeches
developed /written by the agency Retain for three (3) years,
then destroy
3 General Correspondence
These files contain:
, General informational correspondence
regarding agency matters/services
from elderly population or their repren- :
satatives Retain for one (1) year,
then destroy all materials
not needed for the conduct
of business
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| LSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

CREVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 880-1)

7273
P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 20794

e
AGENCY RECORDS INVENTORY

PAGE __ or 3

DEFARTMENT /AGENCY 2. DIVISION

Office on Aging Management

3. UNIT p
‘ Public Affairs

DEFINITION-RECORD SERIES.® OMOUP OF RELATED RXCORDS NORMALLY FILED AND USKD AS A UNIT FOR
ARFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSFS :

4. RECORD SERIES TITLE

' Printed Publications

8. EARLIEST YEAR/LATEST YEAR
1986 T0 1990

| 6. RECORD SERIES DESCRIPTION (IIIKPI.Y DESCRIBE THK TYPES OF INMMTION/DOCWTS/”M FOUND

IN THE SERIES,

programs.

INCLUDE THE PURPFPOSE OR FUNCTION OF THNK SEFIES )

These files contain pamphlets, brochures, newsletters, etc.
which provides general information about the agency and its

7. RECORD SERIES FORMAT(S)
@ LETTER SI1ZE O MICROFILM

0 LEGAL S12ZE 0O COMFUTER TAPE 0 NUMERICAL

O BOUND BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
B OTHER(SPECIFY)

subject order

VOLUME

8 FILE DRAWER(S)
O MICROFILM REEL(S)
2 O COMPUTER TAPE(S )

"""“.“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
@ FILE DRAWER(S)
O MICROFILM REEL(S)
n&m O COMPUTER TAPE(S)

O OTHER(SPECIFY)

1%. piLg 1s useD 12. FILE BECOMES INACTIVE AFTER
' W palLY 0 wEEKLY D MONTHLY 3 O MONTH(S) B YEAR(S)
; RUREER

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)
301 W. Preston St. , RM 1004

14. 1S RECORD SERIES DUPL ICATED ELSEYHERE?

fir vyus, srEciry saency or orrice)
OvYeEs R nNO

ACCESS RESTRICTIONS O YES cXNO
(1 vyes, ci1Txk tAw(s) & REGULATION(S)

16. AUDIT REQUIREMENTS

X NoNE DO STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES.KXPLAIN

BRIEFLY AND DESCRI BE ANY HARDWARE/SOFTWAREK )

Uv;zs g nNo

18. RECOMMENDED RETENT ION

Retain for three (3) years, then
destroy.

NAME AND TITLE OF PREPARER 20.

Helen Dale, Public Affairs 225- 1273

Officer

TELEPHONE NUMEER

21. DATE
4/30/90

DGS 530-4 (REVISED 2/87)




JHSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES :
"SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULER P.O. BOX 278 PAGE 2 3
(DGS 880-1) JESSUP, MARYLAND 20794 o —
DEFARTMENT /AGENCY 2. DIvViSION 3. UNIT
Office on Aging Management Public Affairs

DEFINITION- -RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FI1LED AND USED AS A UNIT FOR
AEFERENCE AS WELL AS RETENTION AND DISPFOBITION PURPOSES

4. RECORD SERIES TITLE
. Television Scripts, and Speeches

8. EARLIEST YEAR/LATEST YEAR
1986 T 1990

. . RECORD SERIES DESCRIPTION ‘Illl"l.Y DESCRIBE THE TYPES OF INNMTIM/DOCMTI/NM FOUND

FHE SERIJES.

INCLUDE THE PURPOSE OR FUNCTION OF THE ISPIES)

These files contain agency televisien scripts/speeches

7. RECORD SERIES FORMAT(S)
® LETTER SI1ZE O MICROFILM
0 LEGAL SI1ZE 0O COMFUTER TAFE

O BOUND BOOK U FLOPPY DISK
AUDIO TAPE & VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL 1
0 NUMERICAL
Dxa»ndnomclm
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

@ FILE DRA¥ER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

% FILE DRAWER(S)
1 O MICROFILM REEL(S)
KOWERE O COMPUTER TAPE(S)

0 OTHER|SPECIFY )

FILE IS USED
0O paiLy

0 WEEKLY D monTHLY

12. FILE BECOMES INACTIVE AFTER

ntm?gr O MoNTH(S) X YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)
301 W. Preston St., Rm 1004
Balto., MD 21201

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyzs, srEciry saency or orFrice)
O YES OkNO

18. ACCESS RESTRICTIONS O YES g(NO
(1" vyes, ci1TK LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1p YES.EXPLAIN

BRIEFLY AND DESCRIRE ANY HARDRARE/SOFTWARE )

Cyes R NO

18. RECOMMENDED RETENTION

Retain for three (3) years, then destroy

NAME AND TITLE OF PREPARER
Helen Dale, Public Affairs

20.
225-1273

Officer

TELEPHONE NUMEER

21. DATE

4/30/90

DGS 550-4 (REVISED 2/87)




‘StPARATE Foma Fom EACH nEw o | mecomos maxacene owvisian | AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273
PAGE _3_or _3
(DGS 880-1) JESSUP, MARYLAND 20794 I —
ARTMENT / AGENCY 2. DIVISION 3. UINIT
ffice on Aging Management Public Affairs

DEF IN1T1ON -RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY ILED AND USED AS A UNIT FOR
AEFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER :

4. RECORD SERIES TITLE ) ) 8. EARLIEST YEAR/LATEST YEAR

- General Correspondence 1987 vo _ 1990

| 6. RECORD SERIES DESCRIPTION (IIIIPI.Y DESCRIBE THE TYPES OF INFOMTION/DOCWTS/'OM FOUND
‘1IN THE SERIES. . INCLUDE THE PURPOSE OR PUNCTION OF THK SEFIES)

These files contain general informational correspondence

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
OXLETTER SIZE O MICROFILM O ALFHAEETICAL B FILE DRAWER(S)
' O MICROFILM REEL(S)
Dxu:cm. S1ZE U COMFUTER TAPE 0 NUMERICAL 1 0 COMPUTER TAPE(S )
‘ NGMBER 0 oy n(sPECH
BOOK O FLOPPY DISK B CHRONOLOGICAL ) { CIFY)
AUDIO TAPE 0O VIDEO TAFE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
1 B FILE DRAWER(S)
0 MICROFILM REEL(S)
ROHEER O COMPUTER TAPE(S)
a QTHER(SPECIFEY )

0 OTHER(SPECIFY) O OTHER( SPEC1FY)

Subject order

| 11. giLe 1S usED 12. FILE BECOMES INACTIVE AFTER
' & paiLy O WEEKLY O MONTHLY Nt!xl@sm_ O MONTH(S) & YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) ’ 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
' tir yes, sPECiFY raEncy or orFrFice)
301 W. Preston St., Rm 1004 OvyeEs O NO
15. ACCESS RESTRICTIONS O YES OXNo 16. AUDIT REQUIRBMENTS, @ ;8 Jl iz |

{(ir yes, ciTe LAwW(s) & rREGuULATION(S) : S
G NONE O STATE O FEDERAL O INDEP

% ‘

17. IS AN INDEX SYSTEM USED? e ;
! (tr ves.mpLaIn 18. RECOMMENDED RETENTION

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )
Oyes X NO retain for one (1) year,_then

destroy

‘\IANE AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Helen Dale, Public Affairs Officer 225-1273 April 30, 1990

DGS 550-4 (REVISED 2/87)




